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VERSION 1002  •  06.11.2010� RELEASE NOTES

New System Features  
and Enhancements

SELECTION MANAGER

Agency Document Viewer (ADV) Replaced by Selection Manager

Selection Manager is the new hiring official’s interface for USA Staffing. In Selection Manager, hiring officials will be 
able to access referral lists/certificates, review application materials, make hiring decisions, add notes, and return 
certificates electronically to the Human Resources office. For additional information and instructions for using 
Selection Manager, see attachment named Selection Manager: Quick Start Guide. 

Along with the release of Selection Manager we have incorporated various system changes to USA Staffing in 
support of the transition from ADV to Selection Manager. Some of the major updates explained in this document 
include the following:

•• Password reset and user name recovery capability

•• Enhanced functionality for adding contacts on the Referral > Request Information page

•• Notes feature in the certificate Audit page

•• Functionality change for creating new user and contact accounts

•• Configuration options for e-mail notifications between users and contacts

•• Screen references to ADV replaced with Selection Manager (SM)
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LOGIN PAGE

A User Name/Password Recovery feature has been added to the USA Staffing login page which allows users to 
recover their login information by clicking the Forgot User Name or Forgot Password links as appropriate.

Both of these options require you to enter your work e-mail address to retrieve your account login information.

Once you enter your e-mail address and click Submit, a confirmation screen will appear. This will notify you that an 
e-mail with your user name or a link to reset your password has been sent to the e-mail address provided. 



USA�Staffing® Release Notes: New System Features and Enhancements� 06.11.2010

VERSION 1002  |  3

ANNOUNCEMENT

Announcement Page

The TDD Phone field has been modified to work like the other phone fields in USA Staffing. The system now 
automatically formats the TDD Phone field when you click Save.

Templates Page

When multiple announcements are created for a vacancy, the system will lock down date items used and collected 
in the original job announcement. Users will not be able un-check selected date fields or select date fields not 
previously collected on the original announcement. These date fields include Date of Birth, Veterans’ Preference, 
Service Computation Date, Availability Date, and Other Date. However, the text fields for these Questionnaire 
Items will not be locked down. This gives users the flexibility to modify the item text as needed.
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APPLICANTS

Supporting Documents Page

The Send to ADV field has been renamed Send to SM (Send to Selection Manager). Documents marked on this 
page will be forwarded to Selection Manager.

Report Information Page

Users can now view e-mailed or stored correspondence (reports) sent to applicants. Only reports e-mailed or 
stored with the Show in Application Manager option enabled, will be available for viewing on the Applicants > 
Report Information page.
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REFERRAL

Referral Home Page

The ADV Status field on the Referral Home page has been renamed Referral Status.

Request Information Page

The Send To field, located on the Referral > Request Information Page, has been replaced by the Send To Contacts 
field. To add a contact for each request, click the Add button, and select the contact name. The following three 
access options will be available for each contact:

•• Online Access. This box is automatically grayed out. If this box is checked, the contact was granted access to 
Selection Manager in their profile. If this box is unchecked, the contact was not granted access to Selection 
Manager. Access to Selection Manager is established by checking the Allow Selection Manager Access? box on 
the Contact Edit page.

•• Make Selections. Select this box to give a contact the permission to make selections from all certificates issued 
under that request. This option is request specific.

•• Share Access. Select this box to give a contact the permission to share access with other contacts. This option is 
request specific.
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Ordering Criteria Page

A Service Computation Date option has been added to the Tie Breakers and Order fields for the Competitive Merit 
Promotion, and Non-Traditional certificate types. The Service Computation Date option has also been added to 
the Order field for the Merit Referral List certificate type.

Note:  This new Tie Breaker and Order options can only be used if the Service Computation Date item was checked 
on the Templates page. 

Stored List Page

The Send to ADV field on the Stored List page has been renamed Send to SM (Send to Selection Manager). 
Documents marked on this page will be forwarded to Selection Manager. 
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Certificate Page

The ADV Status field on the Certificate page has been renamed Selection Manager Status.

Also, in an effort to transfer active certificates from ADV to Selection Manager, a certificate Recalled status has 
been created. This new status accounts for non-active certificates that were sent to ADV but were never audited 
(closed out). Setting this status to Recalled will remove the contacts’ access to the certificate.

Audit Page

A signature, title, and date stamp is now placed at the bottom of the Audit page when a certificate is returned from 
Selection Manager. Also, a Certificate Notes button has been added to the Audit page. Users will be able to see 
certificate-level notes added in Selection Manager and add certificate notes by clicking this button. 

Certificate notes added in the USA Staffing Audit page will only be visible in Selection Manager if the Selection 
Manager Note Type is selected and the certificate is in Sent to Customer status. If the USA Staffing Note Type is 
selected, the certificate note will only be visible in USA Staffing.

Furthermore, a Notes column with links to individual applicant audit notes was added to the Audit page. USA 
Staffing users can click the Notes link to view or add individual applicant audit notes. Applicant notes added 
through the Selection Manager Applicant Notes feature will be visible on this page. 
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Applicant notes added in the USA Staffing Audit page will only be visible in Selection Manager if the Selection 
Manager Note Type is selected and the certificate is in Sent to Customer status. If the USA Staffing Note Type is 
selected, the applicant note will only be visible in USA Staffing. 

Notes entered directly in the applicant’s record will not be visible in the applicant Notes column on the Audit page 
nor will they be visible in Selection Manager.

REPORTS

A Questionnaire Report is now available under the Report > Applicants section. This new report replaces the 
Narrative Response report. The Questionnaire Report includes a Section field which allows users to select from the 
following four report options:

•• Entire Questionnaire

•• Assessment Questions Only

•• Narratives Only

•• Specific Sections Only

•− This option allows you to indicate which sections to include in the report. To select specific sections, hold 
down the Ctrl key and click on the sections name(s).
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ADMINISTRATION

User Maintenance

Users with multiple accounts have had their accounts consolidated under the last user ID used to access the 
system. Duplicate accounts are no longer permissible since an e-mail address may only be used once system-wide. 
This change will enable a new user name and password recovery feature and makes it easier for users to access 
USA Staffing and Selection Manager with one valid system-wide account. 

To create a user account, office administrators are now required to enter the user’s e-mail address first. This address 
must have a .gov, .mil, .edu, or .org ending. For security reasons, the system will no longer accept personal e-mail 
addresses (for example, John.Specialist@yahoo.com). To create a user account, follow these steps:

1. Go to Administration > Maintenance > User Maintenance > New.

2. Enter user’s work e-mail address. The system will verify the e-mail address to ensure it does not have an 
existing account.

3. If the user does not have an existing account, the User Edit page will display fields to create a new record. 
If the user name has already been used, the system will prompt you to enter a different user name. User 
names must be unique system-wide.
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4. In the next page, select one of the Available Licenses.

5. On the next User Edit page, select the appropriate Permission Profile and Adhoc Display from the drop-
down lists. Check the Use this Office’s address data for this user? and Allow Ad Hoc Access? options if 
applicable. Verify the contact’s address, and enter the phone/fax numbers.

6. The next User Edit page will display the user’s information and the list of offices this contact is assigned to. 
Additional offices may be added by clicking the Add Office button. All offices within an organization will 
be listed and available for selection. Also, you can click the Assign to All Offices button, if appropriate.
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Customer Maintenance (Contacts)

Customer contacts with multiple accounts have had their accounts consolidated under the last user ID used to 
access the system. Duplicate accounts are no longer permissible since an e-mail address may only be used once 
system-wide. This change will enable a new user name and password recovery feature and makes it easier for users 
to access Selection Manager with one valid system-wide account. 

To create a customer contact account, users must enter the contact’s e-mail address first. This address must have a 
.gov, .mil, .edu, or .org ending. For security reasons, the system will no longer accept personal e-mail addresses (for 
example, John.Manager@yahoo.com). To create a customer contact account, follow these steps:

1. Go to Administration > Maintenance > Customer Maintenance > Contacts > New.

2. Enter contact’s work e-mail address.

3. If the contact does not have an existing account, the Contact Edit page will display fields to create a new 
contact record.
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4. In the next page, verify the contact’s address, and enter the phone/fax numbers.

5. The next Contact Edit page will display the contact information and the list of Customers this contact is 
assigned to. Additional Customers may be added by clicking the Add Customer button. All Customers 
within an organization will be listed and available for selection.
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Preferences > Configurations Page

The ADV Category has been renamed Selection Manager. The following two configurations have been added to 
the Selection Manager Category:

•• Designate which USA Staffing user will appear as a help contact for certificate notifications. The user 
identified as the Value for this Category will appear as the point-of-contact in the certificate e-mail notification 
as illustrated below. The selecting official will be directed to contact the designated person for assistance. The 
default value for this item at the organization level is User Who Issued the Certificate. This Category may be 
configured at the Organization, Office, Customer, Vacancy, or Certificate levels.
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•• Designate which USA Staffing user will receive notification that a certificate has been returned. The user 
identified as the Value for this Category will receive an e-mail once the selecting official returns a certificate 
to the HR office. The default value for this item at the organization level is User Who Created the Certificate 
Ordering Criteria. This Category may be configured at the Organization, Office, Customer, Vacancy, or 
Certificate levels.

The following e-mail message illustrates this designation.
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Preferences > Default Text Page

Added an Electronic Certificate Category for configuring text displayed on electronic certificates. The text 
configured for the Certificate of Eligibles Category will continue to appear on printed certificates. 

The Electronic Certificate Category text will display on the Certificate View page of Selection Manager.
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SYSTEM CORRECTIONS

Staffing Area
Vacancy

The apostrophe (‘) symbol can now be used in the Position Title field of the Vacancy page. 

Preview

The Preview USAJOBS button is now working properly by displaying the most recent version of the 
announcement.

Stored List Page

The supporting document link will now take you to the correct applicant’s supporting documents. 

Exports

An Applicant Questionnaire Name field has been included in the Applicant Narratives Export and the Complete 
Applicant Record Export. Both of these exports will include the assessment name preceding the each set of 
responses.

Permission Profiles

The ADV references on the Access Level and Description fields under the Manager/Hiring Official Certificate View 
profile have been replaced to reflect Selection Manager.
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